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FIRE PROCEDURES

	INFORMATION
	DETAILS

	[bookmark: _Hlk43731865]
Name of premises:

	St Andrew’s CE Primary School 
Barton Lane, Eccles, M30 0FL

	Address of premises:
	

	
Occupier of premises:
	
St Andrew’s Primary School 


	
Owner of premises: 

	
Salford City Council 

	
Assembly point:
	
Infant Yard  for Years N, R, 1, 2 and 3 Junior Yard for Years 4, 5 and 6 

	
Document review history:
	
18/03/26




1. Introduction

· The aim of this fire procedure is to provide a response to a fire and achieve a safe and effective evacuation of the building.

· Management of the Fire Procedure is by:


	Responsible People

	Names

	Fire Control Officer

	Mel Jackson 

	Deputy Fire Control Officer

	David Pope 

	First floor Search Officer

	Marie Birkett , Paula Hancock, Jac Simpson 

	Ground floor Search Officer

	[bookmark: _GoBack]Judith Cunningham, Sophie Briksnis




· The role and responsibility of the Fire Control Officer is set out in Salford City Council’s Fire Policy (Corporate fire policy). The role of the Search Officer is to search rooms if it is safe to do so and advise and assist occupants to the assembly point and to report to the Fire Control Officer whether their area is clear or not.

· The fire alarm is a continuous siren supplemented by a flashing red light.  The fire alarm has automatic connection to the fire service via the monitoring service SMC (08448791715). 

· Fire escape routes and exits are:

· First floor –  follow signs to nearest yard 
· Ground floor – follow signs to nearest yard 

· The assembly points are in the Infant and Junior Yards

· The system for identifying whether the building has been successfully evacuated and it is unoccupied is a search of the first and ground floors and a roll call of persons assembled in the yards compared against the daily laminated register and the Inventry sheets. Fire Officers will have walkie talkies to communicate with the other yard to check for missing children or visitors. 
2. 
Fire Action

· Fire Action Notices are posted at each break glass point in the building.

· On hearing/seeing the alarm (continuous siren/flashing light) all persons will leave the building by the nearest safe exit. 

In class: Teachers are responsible for the pupils in their class and will: lead the evacuation; instruct pupils to remain calm and evacuate in a line; remind pupils where their assembly point is; ensure that they know their school Fire Evacuation Procedure; ensure that all their pupils know how to evacuate in the event of a fire; carry out a roll call at the assembly point; ensure that there is always a clear route to their classroom Fire Exit; ensure that their classroom Fire Exit Door is available for use. (If it is an exterior door, then it should be secured, but NOT locked). Search officer(s) will search their floor (if it is safe to do so) and assist/direct occupants to leave the building. The Fire Control Officer (or if FCO is absent the most senior member of staff on duty) will telephone the Fire Service (9-999).

At lunchtime: Welfare assistants will take responsibility for evacuating children in the canteen as above and they will be supported by teachers taking a roll call at the assembly point.
 
Before and after school: Search officer(s) will search their floor (if it is safe to do so) and assist/direct occupants to leave the building. The Fire Control Officer (or if FCO is absent the most senior member of staff on duty) will telephone the Fire Service (9-999). The Fire Control officer will maintain control of access to the premises.

Evening events: Search Officers and a Fire Control Officer will be appointed and trained in their role prior to the event. 

· Disabled persons will be assisted as identified in their personal emergency evacuation plan (PEEP).

· The Fire Control Officer (or if FCO is absent the most senior member of staff on duty) will pick up the Daily Logbook and use it and also talk to the search officer(s) to undertake a roll call at the assembly point and establish whether the building is unoccupied.
 
· If you discover a fire sound the alarm by activating the nearest break glass point. Tackle the fire only if it is small and safe to do so. Do not use more than one extinguisher to tackle a fire, leave the building once your first extinguisher has expired.


· Close doors and windows if safe to do so. Turn off sources of ignition where safe to do so. Report the presence of flammable materials to the Fire Control Officer. 

· Do not delay collecting personal belongings.

3. [bookmark: _Hlk43732580]Visitors

On arrival visitors should be made aware of the location of exits, break glass points, the fire blanket and fire extinguishers.

4. Location of Exits, Call Points and Extinguishers

· Fire exits are:
· First floor: Blue doors exiting onto the yards
· Ground floor: Blue doors exiting onto the yards

· Break glass call points are:
· First floor: At the top of each stairwell
· Ground floor: By the blue door near the kitchen

· Fire extinguishers are located at (also specify type):
· First floor:	Main hall - Co2 and Water
Outside staffroom -  Water
In the corridor near Year 6 - Water and Co2
In the library near the Chromebooks - Lithium
  

· Ground floor:	Entrance – Water
		Office 	- Co2
		Kitchen – Foam and Co2
		Nursery Co2
		Corridor outside Year 1 – Foam
		Corridor outside Mr Pope’s office – Water and Co2
		Large stairwell – Water
		Dining Hall near laptop trolley- Lithium
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